Q\WESTMlNSTER

eTRAKIT Applying for
ROW Permits

Please open and use eTRAKIT in Internet Explorer or Chrome. You must be
registered as a Class D Public Way Contractor to apply for Right of Way
permits.

1. Log into eTRAKIT as a professional user using your contractor license
number.

| Log In |Professional V|| -

2. Under My Dashboard, under Map, click View Map

My Crashboard

Permits

= Apply / New Permit
» Search Permit

» Pay Fees

» View on Map

Projects

» Apply for Mew Project
» Search Projects

» Pay Fees

» View on Map

Professional
» Search Contractors
» Pay Fees

Properties
» Search Property
» View on Map

IHSDEC‘I]OHS
» Schedule

» Cancel

» View on Map
» Scheduled

License
» Pay Fees
» Renew

Map
* View Map
» Locate My Address

1
P\CD\2014-15 Audit\TRAKIT PROJECT\WORKFLOW\SOPs\5 PermitTrak_SOPsS\ROW 06-30-2022


https://develop.cityofwestminster.us/etrakit/
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3. Search for your street segment. There are a couple way to do this.
Manually search for the desired street.

e Use the map and manually navigate to the desired street.
Example: intersection of 924 and Sheridan.
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e Make sure the dropdown is set to Street. Click the desired street.
The street will highlight and a new window will open, under the
Category dropdown choose Permits.

I N & B & & (M- | Stres v &

Ll e T

STRTID: 51459

! Category:

Select a Category Type ol | |

Select a Category Type

Projects
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e Under the Type dropdown choose Right Of Way. Under the
Category dropdown choose Permits. Under the Type dropdown
choose Right of Way. Under the Subtype dropdown choose Right
of Way. Under the Location dropdown choose the street segment
given. Click Go To Step 1.

STRTID: 51459

Category:

permits - (—

Type:

I O d |
| SubType: [ e

Location:

| 51459 92nd Ave from Utit v

Select a Location
£1459 92nd Ave from Utica Ct to Sheridan Blvd
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¢ Fill out the permit information. The asterisk indicates a required field.

Permit Application

Step 1 Permit Information

Permit Type Information
PERMIT Type [RIGHT OF waY v| Instructions for online RIGHT OF WAY
applications.
PERMIT
Subtype
*Description: Test
Additional Information
ROW PERMIT INFO
*WORK BEHIND BACK OF CURB:| YES V|
*PERMIT TYPE: |5EWER SERVICE REPAIR. W
* APPLICANT TYPE: CONTRACTOR v
*STREET CUT REQUIRED:
@ *TOTAL SQUARE FEET: | 300
@ PAVED RECENTLY?: I
START DATE: | 12/2/2019
END DATE: | 12/3/201%
*CATEGORY: |OTHER v

*RULES AND REGULATIONS:

e Make sure to read through the Rules and Regulations and choose if
you agree.

I AGREE TO ALL OF THE ABOVE |id
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e You'll notice that the location is automatically completed. The “S”
number is the street segment number.

Location

51459
92nd Ave
WESTMIMNSTER, CO

Address Lookup

e Follow the steps to complete the permit and click submit.

e The permit will be reviewed. If revisions are required an email will be
sent to the email address associated with the permit explaining what
will be needed to complete the review.

e If the permitis approved and email will be sent to the email address
associated with the permit explaining the permit has been approved.
You will be able to log into eTRAKIT to make payment. The permit
will then be issued.

6
P\CD\2014-15 Audit\TRAKIT PROJECT\WORKFLOW\SOPs\5 PermitTrak_SOPsS\ROW 06-30-2022



Q\WESTMlNSTER

You can also search for the exact address.

e If you know the address, select Address from the dropdown fields,

type in the address, and click Search.

ADDRESS v = Address v | 4800w 92nd

e Click the STREETNAME link.

Search Datagrid

Selections: 1

STREETHAME

e The address will be highlighted on the map.

o CE—
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e Click the Clear Graphics button in order to select the location.

Address — Address w
Clear
Graphics

e Make sure the dropdown is set to Address. Click the desired
address. The address will highlight and a new window will open,
under the Category dropdown choose Permits.

Address v %:! Address ~ 4800 Search

ADDRTID: ADDR45930
! Category:

Select a Category Type b

Select a Category Type \ :
Projects @
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e Under the Type dropdown choose Right Of Way. Under the
SubType dropdown choose Right Of Way. Under the location
dropdown choose the address given. Click Go To Step 1.

ADDRTID: ADDR45930

Category:
Permits W
Type:
. RIGHT OF WaY hd
' SubType:
RIGHT OF WAY e
Location:
4800 W 92MD AVE A

Go To Step 1

9
P\CD\2014-15 Audit\TRAKIT PROJECT\WORKFLOW\SOPs\5 PermitTrak_SOPsS\ROW 06-30-2022



Q\\WESTMINSTER

¢ Fill out the permit information. The asterisk indicates a required field.

Permit Application

Step 1 Permit Information

Permit Type Information

PERMIT Type [RIGHT OF WAY v| Instructions for online RIGHT OF WAY
PERMIT
Subtype
*Description: Test
Additional Information
ROW PERMIT INFO
*WORK BEHIND BACK OF CURB:|YES V|
*PERMIT TYPE: |SEWER SERVICE REPAIR. W
*APPLICANT TYPE: CONTRACTOR ¥
*STREET CUT REQUIRED:
@ +1oTaL sQuUARE FEET: | 300
@ PAvED RECENTLY?: M
START DATE: | 12/2/2019
END DATE: | 12/3/2019
+*CATEGORY: [OTHER v

*RULES AND REGULATIONS:

e Make sure to read through the Rules and Regulations and choose if
you agree.

I AGREE TO ALL OF THE ABOVE jad

e Follow the steps to complete the permit and click submit.
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e You'll notice that the address is automatically completed.

Location

1719 19 3 27 020
4800 W 92MD AVE
Westminster, CO 280031

Address Lookup

e The permit will be reviewed. If revisions are required an email will be
sent to the email address associated with the permit explaining what
will be needed to complete the review.

e If the permitis approved and email will be sent to the email address
associated with the permit explaining the permit has been approved.
You will be able to log into eTRAKIT to make payment. The permit
will then be issued.
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